Municipal Matching Grant Online Application
Step-by-Step Guide

The MMG application can now be filled out using the Division of Water’s Online Application System. This document will guide you through this online
process.

Municipal Matching Grant Application

Go to the Division of Water’s Municipal Grants & Loans
homepage:

http://www.dec.state.ak.us /water/MuniGrantsLoans/
index.htm

and select the “Online Grant Application” link under
Program Links.

This will take you directly to the DEC’s Water Online
Application System homepage.

From the OASys home page, you can continue to your
application by clicking the “Continue to MyAlaska”
button.

TIP:
OASys requires an active myAlaska account. If you do
not have a myAlaska account, you can create one by
following the steps outlined in the “myAlaska” box at
the bottom of the page.

[ A state of Alaska

artment of Environmental Cons:

4 Division of Water
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Department of Environmental Conservation

This system may be used to

+ Apply for APDES general permit coverage f

ska Clean Wat

report

Iote: New application types are added (o the system frequently.

myAlaska

If this is your first time visiting this page and you do not

Guidance for Creating New myAlaska Account

‘Water Online Application System

‘WEeLcoME To DEC's WaTeER ONLINE AppLicaTiON SYSTEM (OASYS)

« Applyfor ADEC state general permit coverage for contained water and excavation dewatering

er Fund, and Municipal Matching Grant questionnaires.

To view other appiications, please go to the Permit Application Portal

Continue t

M yA?aska '

have a myAlaska account, enrol at myAlaska

To enter the Water Oniine Application System, select "Continue to myAlaska” and login using your myAlaska user account

OASys Help || MyAlaska Help

Please direct questions to DEC Water OPAHelp@Alaska. Gov.
For storm water permit applications call 907-269-8117 and for all other applications call John Randolph at 907-465-5307.
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After successfully logging to myAlaska, you will arrive
at the Water Online Application system.

Select the “Grants” tab then select the “Municipal
Matching Grant Application” from the available
categories.

A series of steps will take you through the application,
asking for information pertinent to your project.

Fill out the information on these pages as completely
and thoroughly as possible. (Below you will find a few
“Tips” that provide additional information regarding
navigation of these steps.)

TIP:

The step numbers at the top of the page can be used to
navigate directly to pages that have already been
completed.

TIP:

Any question with a red star (*) next to it is required
and must be completed before the current step can be
completed.

When finished with a step, go to the next page by
selecting the “Next” button in the lower right corner.

TIP:

At any time, you can logout, and your information will
be saved. NOTE: Changes to the current page are not
saved until you hit “Next”.

‘Water Online Application System

State ot Alaska = DEC = Online Services = Vater Online Application Systern

Welcome Brin Marx
The following categories are available online. To start the process, select fram the tabs below.

“our “In Process " Applications | Permits | Storm Water || Grants | Cruise Ship | Questionnaires Loans

+ Alaska Clean

B3 ant Application
+ Municipal Matching Grant Application(vivGA;

(ACWA)

« VSW Construction Application(//CIPCON)
« VSW Planning Application(CIPPLM)

Municipal Matching Grant Application

State of Slaska = DEC = Online Services = Water Online Application System

Application Submission Process

Step

Grant Application Information

Purpose
This step provides a general inroduction to the ADEC Municipal Matching Grant Application

Application Submission Process

Step

i Grant Application Information

-
Municipal Grants & Loans
410 Willoughby Awenue
PO Box 111800
Juneau, AK 99811-1800
(B07) 455-5180

Upon receipt of a 1, the D will review the 1 and determine praject eligibility or request
additional infarmation. fthe Departrent cenifies the project as grant eligible, and funding is available, a formal grant offer will
be extended to a community for signature and formal acceptance
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-~ Atany time, you can also select the “Overview” button e
PO Box 111800

at the bottom of any page to go to the overview step o e

Upon receipt of a leted appli 1, the Dey will review the appli 1and determine project eligibility or request

(laSt Step)- ThlS Step HHOWS you tO I'EVIGW your additional information, If the Department certifies the project as grant eligible, and funding is available, a formal grant offer will

be extended to & corrmunity for signature and formal acceptance,

%nformaqon and to edit previously entered
information.

NOTE: Remember, changes to the current page are not
saved until you hit “Next”.

T If you need to void an application (questionnaire, application, or quarterly report) that was entered in error,
please send an email to: ‘ ‘

l Please include the tracking number for the application needing to be voided.

Step 1 in the application process provides general
information about the application. Verify that your -

Grant Application Information

This step provides a general introduction to the ADEC Municipal Matching Grant Application.
* indicates required field.

project is on the current Capital Budget and select the mia s wcaas  rac
state fiscal funding year for which you are applying.

[MPORTANT Th th Mui p IM ( h gG (Applicaliun.Ynu mus! lh ave st hmltl da el

e last year for this
for the next

Review the description to ensure your understanding S R R R
and agreement with the application then click the SZ’ i e ot
s\ tth ttr cal funding year for which you % Select [=]

“Next” button to move on to the next step.

Tl (e ghth\g
tchin

and are eligile to apply for
ation (ADEC) i p al M t can be used to assist

nstruction projects funded through approj
o e proj nding

1,0
\yl 1994th loc:
rative A.S. 37.06

All the established program procedures and eligibility conditions are detailed in both Alaska Statute 46.03.030 and under
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Alaska Department of Environmental Conservation

you to enter contact information for your application. Division of Water
Click the “Add” button to access the Contact Details Municipal Matching Grant Application
Wi n d OW. Contact Details

6 Step 2 in the Application Submission Process requires LS e —

The Contact Details window allows you to enter ‘ e g — L
contact information. . ;

. : : : o e
NOTE: First and Last name fields must contain the first )

and last name of a person, do not enter an organization ) (s
or governmental agency. :

(help?)

Step

information about your project. Complete all required B Generl Tnformation
fields then Click the “NeXt" button to move On to the Please provide general project information.
n eXt Step . RO Fadility: Type:  Municipal Matching Grant Application

7 Step 3 in the application process collects general Appcation Submisson Process

# indicates required field

Application Type: * C New Construction

Upgrades
Design/Study or Material/Equipment

What type of project is this? * [Cwater
Sewer
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Step 4 in the application process asks for details about AoptcationSubricion prces
general project costs and assistance amounts.

Complete all applicable fields then click the “Next” P s s s o s s e
butto n to move 0 n to the neXt Step . Tracking #: MMGA-0075 Facility: 123 Type: Municipal Matching Grant Application

Assistance Amount:

Assistance Amount

This application is for a: *

New Grant
Grant Increase

Estimated Total Project Costs: i

ADEC Participation Costs: i %

Amount of Grant Funds Requested from ADEC: i

Please identify all source(s) of funding that will be used for project costs:

General Funds

Capital Reserves

Step 5 asks for a categorized list of all project cost -
estimates. Complete all applicable fields then click the s
“Next” button to move on to the next step. s

Please provide estimated project costs.

Project Cost Summary

* indicates required field.

Tracking #: MMGA-0075 Facility: 123 Type:  Municipal Matching Grant Application

ELIGIBLE COSTS:

1. Administrative Expenses’:

2. Planning Reports and Feasibility Studies:

3. Waterbody Enhancement or Protection:

4. Engineering Design Fees?:

5. Construction Engineering and Management?2:
6. Construction?:

7. Equipment:

8. Other (Identify Cost)3:
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10

Step 6 asks for a schedule of attachments for your
project.

NOTE: Select “Yes, will attach in step 7” for items that
you will attach to your online application in the next
step (Step 7). If a document is not ready for submittal,
select “Yes, but unavailable” from the drop-down list
and provide an approximate date of submittal.

Once every checklist item has been answered, click the
“Next” button to move on to the next step.

TIP:

When entering in an estimated submittal date, click the
button next to the appropriate date field to open the
calendar. Click the estimated date from the calendar to
automatically enter it into the field.

Application Submission Process

step

Schedule of attachments Checklist

Th \thWAcHMENTs b\w th \dd part fth cnmmtdg t uu\ ication, when applicable, to ny
cribe the ct. For ea the \t plea: salact the priat indicating whet cther tth e wil bo included.

* indic: ired field

Tracking #: MMGA-0075 Facility: 123 Type:  Municipal Matching Grant Application

Checklist:

* [Select [=]

imate date of I =

4 August, 2012 3
Su Mo Tu We Th Fr Sa
1 2 3 4

: * 5 6 7 8.4 10 11
3; :eog::es 12 13 14 15| Wednesday, Aupust01, 2012
E in 19 20 21 22 23 24 25

2% 27 28 29 30 31

imate date of
Today: August 7, 2012
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Step 7 allows you to submit any required or optional
attachments online.
Please read the directions carefully on this page.

NOTE: Attachments may also be submitted via email,
fax, traditional mail, or hand delivered to the DEC office
in Juneau.

Address:

Alaska Department of Environmental Conservation
Facility Construction and Operation

Municipal Grants and Loans

410 Willoughby Avenue

P.0. Box 111800

Juneau, AK 99811-1800

Attn.: MAT (Municipal Administration Team)

Step 8 is the “Application Overview” page (last step).
It gives you an opportunity to review and edit the
information that you have entered so far.

To change any information in a section, select the edit
button that corresponds to that section.

Tracking #: FY 1 MMGA-OD02 Facility: test

1. Choose a file to attach

Chaose File | o file chosen

Add the file to the list

[

As Type | Force Account Approval v
Title

Description

4

3. Your file attachments:

Remove

T ———

. Municipal Matching Grant
Type: Application

Usage Tips

First, use the browse button to select a file from
your local system. To see what kinds of files may
be uploaded, click here. Then, cormplete the
attachment type, title and description fields before
clicking the attach bution ta add the file to your
application attachment list. While the upload iz in
progress, clicking on any button will cancel the
upload. [f you would like to remove the file from
your application, select it in the list and click the
"Remave” button.

File size limit is 20MB for each attachment.

Required Attachments

There are no required attachments for this
application type.

Municipal Matching Grant Application

Step

Overview

entered. If any information

iew the information you have
our data. If th:

NOTE: Your information has be ved; you may also exit the system and r

Please also be aware that the highlighted fields do not yet contain data. Please r
submitting. To add int tion, select the Edit button(s).
Tasks:

) 1. Complete Steps
2. sign

Facility: 123

Grant Application Information Details

A que s submitted last year for

naire w
ct and the project is on the current

this proje

Capital Budget Yes
Select the state fiscal funding year for which

'you are applying: SFY12

correct, click the apprc
itton b

Iater to fi

view to assure that they should remain empty before

Usage Tips

Red items to the left indicate tasks that have yet to be
completed. You m every item from the task list
before DEC will p bmittal.

opriate section header ‘Edit’ button to returm to
d a

elo eed to the Signature and Payment

eit.

Print For Your Records

Grapt Application
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After all information is entered and you have finished
adding all online attachments, you will need to submit
your application.

NOTE: A check will appear next to “1. Complete
Steps” if the application is complete and ready to be
signed.

To go the Final Steps page, select the “2. Sign” link
under tasks on the Application Overview page. You can
also click on the “Continue” button at the bottom of
the page.

The “Final Steps” page gives you the signature options
available for signing your application.
e Sign this Application Using e-Signature

(go to step 15 in this guide)

e Print, Sign and Submit a Hard-Copy Signature Page
(skip to step 17 in this guide)

e Invite another party to Sign and/or Pay for this Application
(skip to step 18 in this guide)

Select “Sign this Application Using e-Signature” if
you are already validated to electronically sign an
application.

NOTE: If you use a myAlaska account that has been
used to apply and e-sign for a PFD, you are
automatically validated.

Step

Overview

Purpose
Please review the information you have entered. If any information is incorrect, dlick the appropriate section header Edit’ button to return to
that section and edit your data. If the information is correct, click the “Continue” button below to proceed to the Signature and Payment
Options page.
NOTE: Your information has been saved; you may also exit the system and return later to finalize it.
Please also be aware that the highlighted fields do not yet contain data. Please review to assure that they should remain empty before
submitting. To add information, select the Edit button(s).

Tasks: Print For Your Records

) 1. Complete Steps
2. sign

Usage Tips
Red items to the left indicate tasks that have yet to be

completed. You must complete every item from the task list
before DEC will process your submittal.

Your Current Application:

Anachments Title (Type), Description

Copy to New Questionnair] [ _Home ]

Municipal Matching Grant

Tracking #: FY11MMGADIDZ  Facility: test Type: epplicaton

lwould like to..

Sign this Application Using e-Signature
Thig signature option allows you to e-sigh and submit your application in a matter of minutes. If you are

already validated, select this option 1o begin the e-signature process. If you have not been validated visit
MyAlaska to complete the validation process.

Print, Sign and Submit a Hard-Copy Signature Page

Use this signature option to print a hard-copy version of the application signature page which can then be

P submitted to DEC via traditional mail, fax, or hand delivered to the appropriate DEC office. Mo electronic
% validation is required 1a sign using this option, but your application will not be pracessed until the signature
M page (and fee payment) hag been received by DEC. Many of the hard-copy signature pages require Adobe

Actobat Reader to view and print. Click on the following image to download and install Adobe Acrobat Reader:
*

Invite another party to Sign and/or Pay for this Application
This option will allow you to extend the signing andfor paying privilege to anyone with an Intemet-cannected
%ﬁ computer. Upon completion of this procees, an instructional e-mail containing a link to this application will be
sent to anyone imvited. You retain the right to sign andéor pay at any time, but with additional parties imvited,
they too may complete these reguired final stepe in the application process

Municipal Matching Grant

Tracking #: FY 11 MMGA-0002 Facility: test Type: ‘Application

| would like to

Sign this Application Using e-Signature
This signature option allows you to e-sign and submit your application in a matter of minutes. If you are
4 already validated, select this option to begin the e-signature process. If you have nat been validated, visit
MyAlaska to complete the validation process.

Print, Sign and Submit a Hard-Copy Signature Page

Use this signature option 1o print a hard-copy version of the application signature page which can then be

P submitted to DEC via traditional mail, fax, or hand delivered to the appropriate DEC office. Mo electranic
% validation is required to sign using this aption, but your application will not be processed until the signature
M page (and fee payment) has been received by DEC. Many of the hard-copy signature pages require Adobe

Actobat Reader to view and print. Click on the following image to download and install Adobe Acrobat Reader.
+

Invite another party to Sign and/or Pay for this Application
ﬁ&& This option will allow you to extend the signing and/or paying privilege to anyone with an Internet-connected

computer. Upon completion of this process, an instrustional e-mail containing a link 1o this application will be
BNt 10 anyane irvited. You retain the right to sigh and/or pay at any tirme, but with additional parties invited,
they too may complete these required final steps in the application process
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16

17

Check the box indicating that you agree with the
Signing Agreement and enter your myAlaska
Password. To complete the signing process, click on the
“E-Sign” button.

(skip to step 20 in this guide)

Select “Print, Sign and Submit a Hard-Copy
Signature Page” to print a hard-copy version of the
application signature page.

This page explains the steps for printing and
submitting a hard-copy signature page. Click on “Print
the Official Signature Page” link.

WARNING: Printing your official signature page will
lock your application and you will not be able to make
any additional changes.

‘Water Online Application System

State of Alaska = DEC » Online Services » ater Online Application System

Signing Agreement
By selecting the "I agree with the above Statement” box, entering my wylklaska password, and
clicking on E-3ign, I:

1) CErtify to the best of my knowledge and helief that the data contained in this
application is true and correct, and that all titles and easements necessary to provide
clear title or authority to construct and maintain the proposed project shall be chtained
Failure to comply with this certification will he cause for the Department to withhold a
grant avard or withdraw a grant offer that may have been extended

2) certify that I am Brin Marx as identified by the myilaska identity verification
system

3 agree that I =m signing this Municipal Matching Grant Application, MNGA and

4] agree that I intend to he bound by the electronic record of this Municipal Matching

Grant ipplication and the electronic record of this signature.

1 agree with the above statement
MyAlaska Pagsword

Tracking #: FY1IMMGADDO2  Facility: test Type: Aeplcation

Iwould like to

Sign this Application Using e-Signature
This signature option allows you to e-sign and submit your application in @ matter of minutes. If you are
alteady validated, select this option to begin the e-signature process. If you have not heen validated, visit
MyAlaska to complete the validation process

Print, Sign and Submit a Hard-Copy Signature Page
Use this signature option to print a hard-copy version of the application signature page which can then be
submitted to DEC via traditional mail, fax, or hand delivered to the appropriate DEC office. No electronic
walidation is reguired to sign using this option, but your application will not be processed until the signature
page (and fee payment) has been received by DEC. Many of the hard-copy signature pages require Adobe
Actobat Reader to view and print. Click on the following image to download and install Adobe Acrobat Reader:

Invite another party to Sign and/or Pay for this Application
This option will allow you o extend the signing and/or paying privilege to anyone with an Intemet-connected
ﬁﬁ& computer. Upon completion of this process, an | e-rmail a link to this appli will be
sent to anyone invited. Vou retain the right to sign and/or pay at any time, but with additional parties invited,

they too may complets these raquirad final steps in the application process

Print and Submit a Hard-Copy Signature Page

Purpose

As part of the application process, sach applicant (or agent of the applicant] must submit a validated signature. Alternativaly, you
may return to the Signing and Paying Options Page to select a different option for submitting & signature. If you have any questions
about this process, contact your local DEC office or send an e-mail to DEC Water OPAHelp@alaska. gov

Pleaze Mote: Your application will not be processed unlese it has been signed and all fees have been paidl

Tracking #: FY1IMMGADID2  Facility: test e vunicipaliMatching|Crant
‘Application

1. Review Your Application
To review your application before subritting, visit the Overview Page.

2| Print the Official Signature Page

ettt todisptaytheStierrSigmature Page (printer fiiendly). Once the page has completely loaded, print the

signature page. Warning! Clicking on the link above will lock your application and you will not be able to make
any additional changes.

@

. Sign the Printed Page
Once you have a printed copy of the Signature Page, locate the appropriate line on the page and enter your signature and
today's date

4. Mail, Fax, E-mail or Electronically Submit the page to the DEC Office
Use the following mailing address ta submit your signature page and complete the hard-copy submission process. Fax and
e-mail are alsa valid methods for submitting this page to DEC

Alaska Department of Er
410 Willoughby Avenue, Suite 303
DO Bo 111a00
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18 If you require another party to sign for your

application, select the “Invite another party to Sign
and/or Pay for this Application” from the “Final
Steps” Page.

19 On the next page, select “Signer” from the list of
options and enter the email of your alternative signer
into the box, then click the button to add that
contact to the e-mail list. Click the “Continue” button

to complete the step and invite another signer.

WARNING:

You must click the button to add the e-mail to the
displayed list of alternates before clicking the
“Continue” button or else they won'’t receive an e-mail.

Tracking #: FriMMEADIDZ  Facility: test T onicipal Matching Grant
Application

|would like ta

Sign this Application Using e-Signature
- This signature option allows you to e-sign and submit your application in a matter of minutes. If you are
already validated, gelect this option to begin the e-signature process. If you have not been validated, visit
MyAlaska ta complete the validation process

Erint, Sign and Submit a Hard-Copy Signature Page
Use this signature option to print a hard-copy version of the application signature page which can then be
P submitted to DEC via traditional mail, fax, or hand delivered to the appropriate DEC office. ho electronic
% validation is required to sign using this option, but your application will not be pracessed until the signature
}A‘ page (and fee payment) has been received by DEC. Many of the hard-copy signature pages require Adobe
Acrobat Reader to view and print. Click on the following image to download and install Adobe Acrobat Reader.
v

Invite another party to Sign and/or Pay for this Application
Thiz option will allow you to extend the signing and/or paying privilege to anyone with an Internet-connected
ﬁ&f& computer. Upon completion of this process, an e-mail a link to this will be
sent to anyone ivited. You retain the right to sign and/or pay at any time, but with additional parties invited,
they too may complete these required final steps in the application process
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20

An instructional email containing a link to this
application is sent to the alternate signer allowing
them to complete the final steps in the application
process.

NOTE: The alternate signer will need to have a
myAlaska account.

After clicking on the link provided in the email, the
alternate payer will login to OASys and enter the
Tracking Number and PIN (also provided in the email).

Alternate signer will be taken to the “Final Steps”
page, giving them the opportunity to e-sign (if
validated) or print, sign and submit a hard-copy

signature page for your Grant Application. (See step
22)

Water Online Application System

Brin Marx (brin.marx(@alaska.gov) has identified vou as the person responsible to
sign for application number 'FY11MMGA-0002' for the facility: 'test'. This
application is for a discharge under the Municipal Matching Grant Application
MMGA.

In order to access this application, vou will need the following Tracking Number
and PIN:

Tracking Number: FY 11MMGA-0002

Pin: 3978

To continue, please visit the Water Online Application

ttps:/mytest2.state.ak.usloginlogin aspx?
ubid=opa&retumto=https:/mytest2 state.ak us/dec/water/opa/Associate.aspx

site.

Please direct questions to DEC.Water OPAHelp@alaska.gov.

For storm water applications call 907-269-8117 and for all other applications call
John Randolph at 907-465-5307.

‘Water Online Application System

Tracking Number:
PIN

Associate
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After your application has been signed, you will receive
an email certifying that your application was signed
and another that your application was successfully
submitted. If you submitted a hard-copy signature
page, it may take a few days to process.

If you choose to return to the application in the Water
Online Application System, the Application Overview
will display all tasks completed.

Municipal Matching Grant /\pplication

The electronic submission process for application number FY 11MMGA-0002 for
Facility 'test' is complete.

Overview

ed to the Signat

and return later to finalize it.

ontain data. Please review to assure that they should remain empty before

Print For Your Records

) 1. Complete Steps
¥) 2. Sign

the left indicate tasks that have yet to be
very item from the task list

ion header Edit’ button to retum to
ure and Payment

For assistance, please call:

John Randolph at 907-465-5307, or
Kaitee Perisich at 907-451-5337
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